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HRMS  
Reconcile Differences Between PAY1 and HRMS 

Use this procedure to reconcile the differences between PAY1 and HRMS amounts related to Account 035/GL 5181 

and W-2 reporting requirements.  

Note: To perform this transaction you must be assigned at least one of the following roles: Benefits Processor, 
Financial Reporting Processor, Payroll Analyst, Payroll Inquirer, Payroll Processor, Payroll Supervisor, Tax Reporter. 
Entry Fields are defined as: Required = (R), Optional = (O), Conditional = (C). 
 

   

1.  Enter transaction code  
Ȱ:(2ͺ204"..σφȱ in the 
Command field and press 
Enter , 

 

 

2.  The report gives you three 
radio buttons for different 
report formats (detailed 
below). The Report 
Format is considered 
Conditional (C) depending 
on which you select: 

¶ Provider Cost Activity 
Report 

¶ Tax Reporter File 
Format 

¶ 035 GL5181 Activity 
Report  
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3.  Provider Cost Activity 
Report . View difference 
between PAY1 and HRMS 
for: 

¶ Wage type 2575 (Health 
Provider) 

¶ Wage type 2255 (HSA 
ER Contribution) 

Field  Description  

Business 
Area (C) 

A specific 
agency in the 
state of 
Washington. 

Personnel 
Number 
(C) 

%ÍÐÌÏÙÅÅȭÓ 
unique 
identifying 
number. 

Coverage 
Period (R) 

Months of 
activity you 
want to view. 

Report 
Difference 
Only (O) 

View 
information 
ONLY for 
employees 
who have a 
difference 
between PAY1 
and HRMS. 

Report All 
Activity  
(O) 

View 
information 
for the entire 
Business Area 
for the 
coverage 
period 
selected. 

4.  Click  Execute. 

5.  The Provider Cost Activity 
Report will also identify 
employees who received 
the $125.00 incentive in 
their Health Savings 
Account (HSA) from HCA. 
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6.  035 GL5181 Activity 
Report . View difference 
between PAY1 and HRMS 
for: 

¶ Employee contribution 
and adjustments 

¶  Wage type 2550 (PEBB 
funding rate) 

¶ Tobacco surcharge & 
adjustment  

¶ Spousal/domestic 
partner surcharge & 
adjustment 

Field  Description  

Business 
Area (C) 

A specific 
agency in the 
state of 
Washington. 

Personnel 
Number 
(C) 

%ÍÐÌÏÙÅÅȭÓ 
unique 
identifying 
number. 

Coverage 
Period (R) 

Months of 
activity you 
want to view. 

Report 
Difference 
Only (O) 

View 
information 
ONLY for 
employees 
who have a 
difference 
between PAY1 
and HRMS. 

Report All 
Activity  
(O) 

View 
information 
for the entire 
Business Area 
for the 
coverage 
period 
selected. 

7.  Click  Execute 
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8.  Export Health Care 
Activity Report.  Save as 
spreadsheet. 

9.  To save the differences in 
red, as shown on the report, 

 (Execute) the following 
formats for the Health Care 
Activity Report: 

¶ Provider Cost Activity 
Report 
¶ 035 GL5181 Activity 

Report 

 

 

 

 

 

10.  Select the  (Excel) 
button on the menu bar. 

 

 

11.  The Microsoft Excel 
Security Notice may appear. 
#ÌÉÃË ÏÎ Ȱ4ÒÕÓÔ ÁÌÌ ÆÒÏÍ 
ÐÕÂÌÉÓÈÅÒȱȢ 

 

 

 

 

 

 

 

12.  The Excel file will open in 
the Health Care Activity 
Report window. 
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13.  To save an Excel file, click 
ÏÎ Ȱ&ÉÌÅȱ ÁÂÏÖÅ ÔÈÅ 
spreadsheet. 

 

 

 

 

 

 

 

 

 

 

 

 

14.  #ÏÍÐÌÅÔÅ ÔÈÅ Ȱ3ÁÖÅ !Óȱ 
as follows: 

¶ Select where the file will 
be saved 
¶ Change the file name 
¶ Save as type should 
ÁÌ×ÁÙÓ ÂÅ Ȱ%ØÃÅÌ ωχ-2003 
Workbook (*.xls) 
¶ Click on the save button to 

save 

 

 

 

 

 

 

 

15.  When the Excel file is 
opened the red cells will 
continue to show as red. 
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16.  Tax Reporter File 
Format  

Field Name Description 

Tax 
Reporter 
File Format 

Create a pre-
formatted file 
to upload 
adjustments 
for wage types 
2575 (Health 
Provider) & 
2255 (HSA ER 
Contribution) 
into Tax 
Reporter 
(PU19). 

Business 
Area (C) 

Specific 
agency in the 
state of 
Washington. 

Personnel 
Number (C) 

%ÍÐÌÏÙÅÅȭÓ 
unique 
identifying 
number. 

Coverage 
Period (R) 

Coverage 
period will 
default to the 
current year; 
key the year if 
different than 
the default. 

Tax 
Company 
(Personnel 
Area) (R) 

!ÇÅÎÃÙȭÓ ÆÏÕÒ-
character 
designation. 

Adjustment 
Date for 
PU19 
(MM/DD/  

YYYY) (R) 

Reporting 
period end 
date. 

Include 
ALV Report 
w/Details  
(O) 

Select if you 
want to see 
the report 
details. 

17.  Click  Execute. 
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18.  After the report has been 
executed, if you would like to 
see the differences, which are 
also reflected in the Provider 
Cost Activity Report, click the 

 back arrow and the detail 
report will appear. 

 

 

 
 

  
 

 
 


